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How to Create an Offer in the  
Automated Advanced Acquisition Program (AAAP) 

 

Select an RLP: 

 
Note: Required fields are marked with a red asterisk (*). Red text and information buttons have been added to the workflow to provide further instruction. 

This workflow populates the required information needed to submit a complete offer to the government. Required GSA Forms will be auto-populated as a result 
of your inputs. You do not need manually to fill out any forms to complete your offer.  
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Enter address and click ‘Validate Address’: 
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Click the correct address line: 
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Confirm Selected Address by Clicking ‘OK’: 

 

Note: If the selected address is not populating on the map properly, recheck the address for typos. If the address is entered correctly and still does not plot on 
the map properly, email AAAP.Manager@gsa.gov for help.  

 

mailto:AAAP.Manager@gsa.gov
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Answer questions 7 through 19 (which appear on the Building Fundamentals tab after you confirm the address): 

  
 

 



 Page 6 

 

Click ‘Save Page’ to check for errors and save the page. 
Click ‘Next’ to proceed to the Building Details section 
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Answer Questions 1 through 10 

 
Click ‘Save Page’ to check for errors and save the page. 
Click ‘Next’ to proceed to the Parking section. 
Note: After this page has been successfully saved, the offer record will be available for you to access and edit from the AAAP Homepage. 
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Complete Parking Page:   

 

Click ‘Save Page’ to check for errors and save your inputs.   
Click ‘Next’ to proceed to the Property Owner section. 
Note: Parking should not be included in the Shell, but as a separate item to be added to the rate structure, if applicable. 
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Complete Property Owner Page:    

 
Note: Regarding #8, if selecting ‘Agent’ or ‘Other’, you must submit authorization from the ownership entity to submit an offer on the ownership entity’s behalf. 
Click ‘Save Page’ to check for errors and save your inputs.   
Click ‘Next’ to proceed to the Operating Cost Owner section. 
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Complete Operating Cost Page 
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Click ‘Save Page’ to check for errors and save your inputs.   
Click ‘Next’ to proceed to the Space & Rates section. 
Note: Operating expenses should be entered as total annual figures. The application will update these figures to price per ABOA SF based on the Total Building 
ABOA SF entered in the building tab.  
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Complete Space & Rates Summary Page: 
 
Click ‘Add Space’ 
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Complete Space and Rates Page  
*Offers with existing / expiring Government leases should select Yes to question number 1 and provide their current GSA lease number. 
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Click Calculate Mark-ups.   
Click ‘Save Page’ to check for errors and save your inputs.   
Click ‘Next’ to proceed back to the Space & Rates Summary Page. 
Note: The TI amounts will populate with a placeholder amount from the RLP document of your respective region.  Please refer to the Project Specific Ad to 
obtain the actual TI amounts for a specific procurement. 
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Back on the Space & Rates Summary Page you can:   
1. Select an existing Offered Space to ‘Edit’ and/or Delete Space’. 
2. Add additional New or Continuing Need Space.   

  

Click ‘Save Page’ to check for errors and save your inputs.   
Click ‘Next’ to proceed to the Attachments Page. 
Note: the rates reflected in these screenshots are for example purposes only and not meant to reflect or suggest rates for any given market.  
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Complete Attachments Page: 

Add Offer Attachments by selecting the attachment type; click ‘Choose File’; select the attachment; and click 
Attach.  (When successfully uploaded, the attachment will be in the Attachment List.) A floorplan in any file format is 
always required. Owner agents are required to upload authorization to submit an offer on behalf of the ownership. 

 

Click ‘Save Page’ to check for errors and save your inputs. 
Click ‘View Offer’ to see the auto-populated Lease Forms.   
Click ‘Submit’ to proceed to the Acknowledgements Page. 
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Click ‘View Offer’ to see the auto-populated Lease Forms.   
Note: the rates reflected in these screenshots are for example purposes only and not meant to reflect or suggest rates for any given market.  
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Click ‘Submit’ to successfully submit the offer. 

 

“Your offer has been submitted successfully.” 

 

 


